JOB TITLE

21st CCLC Project Director

JOB DESCRIPTION

Project Director (21st CCLC-Beyond the School Bell)

SUMMARY OF FUNCTION

The 21st CCLC Project Director position is a 5 year sunsetted position funded
through the Colorado Department of Education (CDE) from July 2015 — May
2010. The Project Director will develop and implement multiple 21st CCLC
afterschool sites that provide evidence-based instruction to support the day
school curriculum while integrating social skills, STEM, literacy and next
generation learning. The 21st CCLC Project Director will provide professional
development, technical assistance and resources to support each site in
coordinating and implementing the after school program.

ESSENTIAL JOB FUNCTIONS

e Supervise all grant activities to ensure they are in compliance with the grant
proposal and leading toward the achievement of grant goals.

e Manage grant purchases for compliance to district and grant terms.

¢ Provide on-site technical assistance for all 21st CCLC sites.

¢ Provide initial and continuing professional development for all 21st CCLC staff
through regularly scheduled staff meetings.

¢ Hire and supervise all 21st CCLC staff.

e Conduct weekly observations of all 21st CCLC sites.

¢ Assess, analyze, and evaluate the program on a continual basis, making
course-corrections as necessary to ensure the achievement of grant goals.

e Facilitates partnerships with appropriate public and private agencies that
provide services to students and families.

¢ Meets regularly with day school administrators regarding students in
program.

e Administers assigned budget.

e Meets all grant deadlines and collects and maintains records needed for
program administration to ensure grant compliance.

e Collects and organizes data for annual PPICS reporting.

e Completes data entry on grantor website before deadline date.

e Serves as the lead during site evaluations and in the development of Quality
Improvement Plans for the year.

e Attends school staff meetings regularly.

e Assists to resolve student/staff issues.

e Assists staff with program-related issues to assess progress and compliance,
and to identify needs and issues.

OTHER DUTIES
Serves as a liaison with community organizations to foster partnerships to
enhance programming and build sustainability.

KNOWLEDGE, ABILITIES AND SKILLS

Knowledge of 21st CCLC program goals.

Knowledge of literacy and STEM content standards and how social skills can be
integrated into academic standards.

Ability to assess and prescribe effective interventions for social skills (anger
management, decision making etc.) development.

Ability to provide training and coaching for staff.

Ability to implement various research-based teaching strategies in multiple
sites with students of diverse abilities and learning styles.

Ability to work effectively with staff to promote consistency.

QUALIFICATIONS

Valid Colorado Teacher License

Documented successful instructional leadership experience.

More than five years teaching experience at the elementary or middle school



JOB TITLE JOB DESCRIPTION

level.

Documented knowledge of social skills curriculum and experience with literacy
and/or STEM.

Experience teaching in a 21st CCLC program preferred.

Master’s degree in education or other related field preferred.

Principal’s license preferred.

ORGANIZATIONAL RELATIONSHIPS
The Project Director reports to and is evaluated by the District 11 Grants
Director

WORKING CONDITIONS
The work is performed in a typical school or office environment. Flexibility in
daily work schedule is required.

WORK YEAR
207 days per year



JOB TITLE

21st Century Learning Coordinator

JOB DESCRIPTION

SUMMARY OF FUNCTION

The primary function is to provide a cycle of research-based support and
coaching for schools on 21st Century Learning and to align our 21st century
learning professional development to address gaps and provide growth in
student achievement especially for our disadvantaged children.

ESSENTIAL JOB FUNCTIONS

eCoordinates and serves as a visible lead on 21st Century Professional
Development throughout the District

e|Inventories all 21st Century Professional Development pieces and assesses
21st century staff learning needs to design 21st Century Professional
Development plan in collaboration with other district staff

eProvides research-based strategies and support for teachers in effectively
meeting the challenges in the classroom regarding 21st Century Learning (for
example: technology integration, integration of 21st Century learning skills)
eDevelops common understanding of 21st century vision

eAligns efforts with D11& C21L’s 21st century grant

eAligns ET-IL Plan, 21st Century Educator Program, and Distance Education
Program

eEmbeds and aligns 21st century skills into Colorado/D11 content standards-
based instruction using 21st century tools such as electronic whiteboards,
student response systems, and library system software to access online and
library information resources

eDevelops training and oversee utilization of SharePoint and other Web 2.0
tools for communication

ePartner sswith Space Foundation for professional development

*Provides coordinated professional development for new products including
Accelerated Reader Renaissance and Discovery Streaming

eExpands delivery methods to offer classes in a variety of formats that are not
just face-to-face but include online opportunities

OTHER DUTIES
eAs assigned to support 21st Century Learning

KNOWLEDGE, ABILITIES AND SKILLS

ePossess knowledge of 21st Century learning skills

eExperienced in the use of 21st Century technologies

ePossess effective listening, questioning, and collaborative team building skills
in working with others

eMaintain a genuinely positive outlook on the district and school’s culture,
climate, and goals

QUALIFICATIONS

eMore than 5 years teaching experience

eMaster’s degree with current Colorado Professional Licensure
eSuccessful experience working with adults in the areas of coaching and
professional training

ORGANIZATIONAL RELATIONSHIPS
The coordinator is evaluated by the Director of Learning Resource Services and
the Director of Professional Development.

WORKING CONDITIONS
eThe work is performed in a typical school or office environment
oFlexibility in daily work schedule is required

PHYSICAL DEMANDS
The work is mostly walking and standing with periods of sitting. Typical



JOB TITLE

JOB DESCRIPTION

positions require workers to lift and carry up to 20 pounds; climb stairs, ladders
or scaffolding; bend and crouch; reach, hold, grasp and turn objects; use
fingers to operate computer or typewriter keyboards; demonstrate an athletic
activity or physical exercise; feel the shape, size and temperature of objects;
and physically restrain students. The work requires the ability to speak
normally, to use normal or aided vision and hearing, and to detect odors.



JOB TITLE

ADS Support Specialist

JOB DESCRIPTION

SUMMARY OF FUNCTION:

Provides systems training and related support and assistance to district
computer users. Prepares user documentation, training materials and assists
in training. Responds to user inquires as needed.

ESSENTIAL JOB FUNCTIONS

® Prepares materials and documentation to provide support to district
computer system users.

® Responds to user questions and inquiries. Assists and trains users in system
related questions, operation and problems. Directs inquires to appropriate
system experts as needed.

® Reviews student system training materials, suggest modification where
applicable.

® Conducts user acceptance test for new student systems, screen changes and
menu structures.

® Suggests methods for maintaining quality of user systems.

® Provides telephone support to and interacts directly with school
administrative staff to help when problems occur. Tasks including assessing
nature and extent of issues, and determining the level of technical/functional
expertise required for resolution.

e Supports the maintenance of student data files (i.e. update tables, codes,
screens, menus, etc.).

OTHER DUTIES

e Performs other related duties as assigned

KNOWLEGES, ABILITIES AND SKILLS

Knowledge of computer operations as applied to the preparation of program
and system documentation, training materials and related areas

Knowledge of modern office practices and operation of standard office
appliances, including desktop computers and copy machines

Ability to operate keyboard devices at moderate speed

Ability to provide user assistance within areas of capability

Ability to communicate effectively

Ability to work cooperatively with others

Ability to keep abreast of developments in the field of ADS Support Specialist

QUALIFICATIONS

® High School diploma or equivalent
® Two year of experience with computer systems

ORGANIZATIONAL RELATIONSHIPS
Reports to the Director of Application, Development & Support

WORKING CONDITIONS

The work is performed in a typical office environment

PHYSICAL DEMANDS

This work is mostly sedentary with periods of light physical activity, and is
performed in office surroundings. Typical positions require workers to walk or
stand for long periods; lift and carry up to 20 pounds; climb stairs; bend; reach,
hold, grasp and turn objects; and use fingers to operate computer or
typewriter keyboards. The work requires the ability to speak normally and to
use normal or aided vision and hearing

FLSA STATUS

Nonexempt




JOB TITLE

ARRA Math/Reading Coach

JOB DESCRIPTION

SUMMARY OF FUNCTION

Under the direction of the building principal the Math/Reading Coach works
with the school teaching staff to assist and support the implementation of
effective implementation of Math or Reading programs, develop skills in
standards-based, student-centered instruction and assist in the
implementation of researched based instructional strategies.

ESSENTIAL JOB FUNCTIONS

e Model, observe, team teach, peer-coach, and give feedback to teachers
developing skills in standards-based instruction

¢ Train teachers in the implementation of assessment strategies and analysis,
and rubrics

e Assist teachers in generating and interpreting all data from a Body of
Evidence to make informed decisions for instruction and school-wide planning
e Locate professional resources and research

e Assist teachers in locating resource materials that address standards-based
instruction and Rtl interventions

* Provide resources and training for standards-based and student-centered
instruction

e Model Effective Classroom Strategies (McREL, SIOP, etc.)

* Provide guidance and assistance in designing differentiated, standards-based
lessons/units

e Assist parents in understanding standards-based education and reporting
through math programs and other communications

e Provide Staff Development as requested

e Serve as liaison between the school and the Division of Instruction in areas of
math and reading effective standards-based instruction

e Support the principal in developing School Improvement Plans (SIPs)

e Collaborate with the principal on strategies for student achievement

OTHER DUTIES
e Performs related work as required

KNOWLEDGE, ABILITIES AND SKILLS

¢ Extensive training and/or experience in mathematics content and pedagogy
or reading pedagogy at the secondary level

e Demonstrated competence in coordinating, facilitating and presenting
building level staff development that supports standards-based and student-
centered instruction including the Response to Intervention Model

e Demonstrated knowledge, competence and skills of content standards and
benchmarks as well as strategies for alignment of assessments, interventions,
differentiated instruction, a variety of instructional materials, and reporting
systems

e Demonstrated knowledge and competence in teaching/learning PDSA and
CQl Quality Tools to improve student learning

¢ Ability to assess and diagnose student academic strengths/weaknesses and
prescribe effective interventions

e Demonstrated abilities in organizational, human relations, written and oral
communication skills

QUALIFICATIONS

e Eligible for Colorado (CDE) teacher licensure

¢ 5 or more years of teaching experience

e Must be Highly Qualified

e Masters Degree in mathematics or reading preferred
e Successful experience in working with adults

ORGANIZATIONAL RELATIONSHIPS



JOB TITLE

JOB DESCRIPTION

The Coach is evaluated by an Executive Director or designee with input from
the building principals.

WORKING CONDITIONS
e The work is performed in a school environment

PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds; climb stirs, bend, reach, hold, grasp and turn objects; and use
fingers to operate computer or typewriter keyboards. The work requires the
ability to speak normally and to use normal or aided vision and hearing.

FLSA STATUS
Exempt



JOB TITLE

AV Media Technician

JOB DESCRIPTION

SUMMARY OF FUNCTION
Maintains and schedules/distributes audio visual equipment and media.

ESSENTIAL JOB FUNCTIONS

eConducts inventory maintenance and marking of new equipment and
materials

eEnters data into inventory system to record receipt of equipment and
materials

eInspects media materials for quality

eCopies media software as needed

e Assists with check-in of all equipment and materials

ePacks media items as designated by computer labels for next day distribution
eInsures all items have been returned

e Assists audio visual coordinators with loading/unloading

eRe-shelves materials and equipment

eSets up back to back computer labels for scheduling next day distribution

e Assists with inspection of all miscellaneous equipment and materials
eRepairs /as required or initiates request for replacement

ePerforms delivery/pick-up of audio visual equipment and media at
various/district locations

eInspects, cleans and waxes and repairs 16 mm films; inspects and repairs as
necessary audio cassettes and filmstrips

OTHER DUTIES
ePerforms related duties as assigned

KNOWLEDGE, ABILITIES AND SKILLS

eKnowledge of the general purpose of media materials

e Ability to inspect media materials for defects and to repair such materials
eAbility to communicate effectively

eAbility to work cooperatively with others

QUALIFICATIONS
eHigh school diploma or equivalent
#Valid Colorado driver's license (yearly motor vehicle records will be reviewed)

ORGANIZATIONAL RELATIONSHIPS
Reports to Director of Educational Media and Technology.

WORKING CONDITIONS
The work is performed in a typical office environment and in a media setting.

PHYSICAL DEMANDS

The work is partly sedentary with periods of moderate physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
50 pounds; climb stairs or ladders; bend, kneel, crouch and crawl; reach, hold,
grasp and turn objects; and use fingers to operate computer or typewriter
keyboards. The work requires the ability to speak normally and to use normal
or aided vision and hearing.

FLSA STATUS
Nonexempt



JOB TITLE

Acadamies Coordinator

JOB DESCRIPTION

SUMMARY OF FUNCTION

Articulates the vision of Roy J. Wasson Colorado School of Innovation and its
academies to the school community including students, parents, faculty, and
community members. Recruits students likely to be successful and who
demonstrate an interest in the School of Innovation theme of study of each
academy. Monitors the progress of students and guides them for success in
preparation to enter college or career after high school. Facilitates transition to
post secondary education experiences for the students so they will be
successful as life-long learners. Reports directly to the school principal and
works with the close collaboration of the Instructional Improvement Officer(s)

ESSENTIAL JOB FUNCTION

eWorks collaboratively with the Instructional Improvement Officer(s)

e\Works closely with the Wasson Registrar and Academies Counselor on
application process development and implementation

*Works collaboratively with feeder middle schools to facilitate vertical
alignment

eCreates and utilizes an internal application process to assist interested
“comprehensive” students in entering a selected academy

eAttends monthly meetings with other Academy Directors and the
Instructional Improvement Officers (AP for instructional leadership, SALT,&/or
Freshman Academy) to develop, utilize and shares strategies for success
eMeets monthly with the Instructional Improvement Officer and principal to
discuss status and progress of the Academy program

eWorks with Academy Directors to recruit 8th grade students early in their 8th
grade year through presentations, recruitment nights, fairs, assemblies, parent
letters, phone calls and conferences

eProvides information to the faculty, student body, and local community about
the Academies through faculty meetings, websites, brochures, phone calls,
promotional meetings, fairs, and conferences

e|nvites students to participate who are academically qualified through
targeted recruitment

eDisseminates brochures and applications to families and community members
for Wasson Colorado School of Innovation

eDevelops promotional materials (brochures, power point presentations, TV
clips, etc.) to promote the Academy program

eKeeps an active recruitment list of students to fill in open seats as necessary
eDevelops mentorships and internships for students in all Academies
eDevelops partnerships for all Academies

eFacilitates hiring and evaluation of specialty adjunct teachers as needed by
each Academy

*As the Academies continue to develop, works with the district to facilitate
new course approvals, new textbook approvals, and funding for needed
equipment

eWorks with Academy Directors to meet monthly with students to monitor
student achievement through conferencing with the student, communicating
with advisors, checking student syllabi, and communicating with parents
eCoaches students and faculty advisers in building and maintaining of portfolio
assessments

eMonitors with an assigned academies counselor the students’ schedules to
assure that assigned classes meet academies’ requirements

eMonitors student success in classes by observations, benchmark tests, SAT,
PSA T, progress reports, attendance, meeting with teachers, and parent and
student conferences

eKeeps accurate records of student participation in the Academies

eHolds quarterly parent meetings for students enrolled in college and for
parents of students in grades 9-11 to share college information, to update
parents on the progress of the program, and to celebrate the success of the
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JOB DESCRIPTION

students

eConducts parent conferences quarterly or on an as needed basis for students
in grades 9- Il who are enrolled in the Academies

eProvides academic interventions to students who are struggling in classes by
finding tutors, monitoring tests, contacting parents, and participating in parent
conferences

eQOrganizes enriching, supportive field trips, master teacher presentations and
college visits and/or college speakers to educate students and parents about
various post secondary opportunities for students

eEnsures that all Academy students are enrolled in at least one SAT
preparatory session and that all Academy students take the SA T in time to
apply for college

eIn collaboration with the academies counselor, provides applications to
participating colleges, collects required information from the students and
turns in applications to the colleges

OTHER DUTIES
ePerforms related work as required

KNOWLEDGE, ABILITIES AND SKILLS

eBachelor's degree in Education, Master's degree in Education, Education
Administration or related field

¢5- 10 years of experience as a teacher

e\With program coordination and supervisory experience preferred; or any
equivalent combination of training and experience which provides the required
knowledge, skills and abilities.

eThe term of employment is the same as the Assistant Principals

PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds; climb stairs, bend, reach, hold, grasp and turn objects; and use
fingers to operate computer or typewriter keyboards. The work requires the
ability to speak normally and to use normal or aided vision and hearing.



JOB TITLE

Accounting Generalist

JOB DESCRIPTION

SUMMARY OF FUNCTION

The Office Administrative/Accounting Generalist for the Department of Fiscal
Services will be assigned responsibility for various accounting functions and
assistance to department staff.

ESSENTIAL JOB FUNCTIONS

eReconciles accounts for all fund types as assigned, creates, generates and
modifies computer spreadsheets/reports as needed to assist in monitoring
accounts, performs calculations related to managing accounts

eCollects and loads financial data into PeopleSoft finance software and ensures
compliance with department deadlines related to data submissions, verifies
accuracy of data

eMaintains confidential files, archives and tracks all department records and
accounting information in accordance with applicable record retention laws,
policies and regulations

e Assists in the accurate completion of all functions (as needed) in the following
areas:

eAccounts Receivable

eAccounts Payable

eInternal Audit

eAsset Management

eFinancial Reporting

eAssisting Customers

eKnowledge of standard accounting and bookkeeping procedures including the
collection of, as well as maintaining accurate accounts as applied to the
requirements of School District 11

eOrganize and direct office services and secretarial procedures in a school or
executive office setting

eAccurate and quick arithmetic calculations

eResolution of discrepancies in accounts and payment problems with vendors;
use of standard purchasing procedures.Knowledge of standard accounting and
bookkeeping procedures including the collection of, as well as maintaining
accurate accounts as applied to the requirements of School District 11

OTHER DUTIES
ePerforms related duties as assigned.

KNOWLEDGE, ABILITIES AND SKILLS

eKnowledge of accounting practices and/or bookkeeping

e Ability to work with confidential information

eAbility to adapt to prioritize multiple tasks

eAbility to operate standard database, spreadsheet and word processing
software as it becomes available

eAbility to communicate clearly and effectively

e Ability to work cooperatively with others

eRequires effective organizational skills and attention to detail

*Meets deadlines, demonstrates punctuality and good attendance

QUALIFICATIONS

eHigh School diploma or equivalent

eMinimum three years bookkeeping/accounting experience

eKnowledge of computers, software programs, database and spreadsheets
eCoursework in accounting, bookkeeping, or finance preferred
ORGANIZATIONAL RELATIONSHIPS

Reports to designated administrator.

WORKING CONDITIONS
The work is performed in a typical office environment.



JOB TITLE

JOB DESCRIPTION

PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds; climb stairs, bend, reach, hold, grasp and turn objects; and use
fingers to operate computer or typewriter keyboards. The work requires the
ability to speak normally and to use normal or aided vision and hearing.

FLSA STATUS
Nonexempt



JOB TITLE

Accounting- Payroll Specialist

JOB DESCRIPTION

SUMMARY OF FUNCTION

Uses standard accounting procedures to maintain various accounts for the
district. Processes accounts, payroll, performs calculations and builds
spreadsheets. Follows procedures prescribed by city, county and state law,
district/school policies and regulations.

ESSENTIAL JOB FUNCTIONS

e Posts and processes invoices/payroll information

e Verifies accuracy of data

® Documents and reconciles changes as needed to include creating and issuing
off cycle checks.

® Develops procedures for and prepares processes to validate
accounting/payroll procedures

e Creates, generates and modifies computer spreadsheets/reports as needed
to assist in monitoring and uploading accounts to include Savings Plans,
Membership Dues, Stipends, Incentive Payments, Dockings, Teacher in
Residence Program

® Prepares, sorts and distributes information as required

® Manage and perform calculations related to: Payroll Taxes, PERA Payment,
District Garnishments

® Responds to inquiries from district representatives and public regarding
payroll and expenditures

® Run queries and/or related correspondence as needed

® Collects and compiles data and communicates as needed

® Data entry for retroactive payments, late timesheets and compensation
adjustments

® Accurate and quick arithmetic calculations

® Resolution of discrepancies in accounts and payment problems with vendors
® Assists in formulation of policy

e Develops information related to federal/state funding

® Work closely with Human Resources, Employee Benefits, Budget & Planning,
Financial Services and Information Technology to assure employees are paid
timely and accurately

® Assist with processing, reconciling and confirmation of two payrolls per
month and any additional payrolls as needed.

® Monitors and responds to emails in a timely manner

® Record correction and uploads for Time Clock Plus

OTHER DUTIES

e Performs related work as required

KNOWLEDGE, ABILITIES AND SKILLS

® Knowledge of office practices and operation of standard office appliances,
including desktop computers and copy machines

® Ability to work with confidential information

® Ability to operate standard database, spreadsheet and word processing
software as it becomes available

® Ability to communicate effectively

e Ability to work cooperatively with others

® Ability to maintain a calm demeanor when dealing with internal and external
customers.

® Ability to operate keyboard devices at a moderate speed; ability to use e-mail
® Knowledge of payroll processing and/or standard accounts maintenance
procedures

QUALIFICATIONS
High School diploma or equivalent
Minimum three years clerical/secretarial/bookkeeping/account experience and



JOB TITLE

JOB DESCRIPTION

maintenance
Knowledge of computers, software programs, database and spreadsheets
Coursework in office practices/vocational courses

ORGANIZATIONAL RELATIONSHIPS
Reports to designated administrator

WORKING CONDITIONS
The work is performed in a typical office environment.

PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds; climb stairs, bend, reach, hold, grasp and turn objects; and use
fingers to operate computer or typewriter keyboards. The work requires the
ability to speak normally and to use normal or aided vision and hearing.

FLSA STATUS
Non-exempt

WORK YEAR
260 Days



JOB TITLE

Accounting-Payroll Manager

JOB DESCRIPTION

SUMMARY OF FUNCTION

Supervises and provides technical assistance to accounting and payroll staff
regarding finance operations, State and Federal laws, IRS regulations, GASB
Statements and GAAP. Responsible for performing critical functions including
preparation of internal and external financial reports, general ledger and
payroll reconciliations, system upgrades, banking and cash flow projections. .

ESSENTIAL JOB FUNCTIONS

eSupervise, control, plan and coordinate the duties of Fiscal Services staff to
ensure accurate and timely payment, recording and reporting of all district
expenditures

eQversee and assist staff in the resolution of discrepancies related to payroll
and accounting issues, including dealing with other District employees and
management

eDesign and implement effective internal controls

eEvaluate alternative means of treating transactions

eAnalyze the effect of transactions upon accounting relationships

ePrepare work papers and support the completion of the annual financial audit
e Assist with preparation of the Comprehensive Annual Financial Report (CAFR)
and Data Pipeline transmission to CDE

eMaintain critical accounting records and stay current with changes in
governmental accounting and financial reporting standards as issued by the
Governmental Accounting Standard Board (GASB)

eProvide support to the Director of Fiscal Services

eResponsible for the preparation and compliance with all Tax Shelter Annuities
(TSA’s), 403(b) Laws and related contracts

eResponsible for pay administration agreements in accordance with the
Master Agreement with the Colorado Springs Education Association, the
Educational Support Professionals Council, and Executive/Professional
Employees policies and procedures

eResponsible for the preparation of detailed payroll information returns
(W-2’s, quarterly tax reports, Colorado unemployment, etc.) and maintains
accurate supporting documentation for those returns

eMaintain current knowledge of payroll laws and regulations regarding taxes,
tax-sheltered annuities, cafeteria plans, PERA, garnishments, levies, etc.
eCoordinate with IT on maintaining and improving fiscal services processes
including software/reporting changes

eCoordinate in-service training on accounting and payroll matters with
schools/departments for policy and procedure update training

eResolves issues, writes memoranda of understanding, when necessary,
communicating accounting and payroll procedure changes to staff,
departments and schools

eMaintains fiscal year timeline for efficient department operations
eImplements appropriate records retention schedules for the Fiscal Services
department including maintaining and storing records

eProvide leadership and support through committees and meetings to resolve
issues, including recommendations to improve, simplify and provide services to
schools and departments

OTHER DUTIES

ePerforms related duties as assigned

KNOWLEDGE, ABILITY AND SKILLS

eKnowledge of accounting and payroll principles and practices as applied to
governmental accounting

eKnowledge of Colorado state school laws and Colorado Department of
Education financial policies and procedures

eAbility to keep apprised of developments and changes in the governmental



JOB TITLE JOB DESCRIPTION

accounting and education fields

eMastery of spreadsheet, word processing and database software with the
ability to train others

eAbility to communicate effectively in writing and orally

eAbility to work cooperatively with co-workers and all levels of management

QUALIFICATIONS
*MBA, CPA, CMA, CGFO or CPP preferred

eCollege degree and a minimum of 18 semester hours in accounting
eThree years’ experience in government accounting procedures
eThree years supervisory experience

eThree years’experience in payroll operations

ePeople-Soft experience a plus

eExcellent organizational and leadership skills

ORGANIZATIONAL RELATIONSHIPS
Reports to and is evaluated by the Director of Fiscal Services.

WORKING CONDITIONS
The work is performed in a typical office environment.

PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds; climb stairs, bend, reach, grasp and turn objects; and use fingers to
operate computer or typewriter keyboards. The work requires the ability to
speak normally and to use normal or aided vision and hearing.

FLSA STATUS
Exempt

WORK YEAR
260 Days



JOB TITLE

Accounts Payable Supervisor

JOB DESCRIPTION

SUMMARY OF FUNCTION
Supervises and provides technical assistance to the accounts payable staff to
ensure timely and accurate accounts payable transactions.

ESSENTIAL JOB FUNCTIONS

eSupervise, control, plan and coordinate the duties of the accounts payable
staff to ensure accurate and timely payment, recording, and reporting of
expenditures

eQOversee and assist accounts payable staff in the resolution of discrepancies
related to payable issues, include dealing with other District employees and
management

eEvaluates alternative means of treating transactions

ePrepares work papers documenting correct balances for annual financial audit
ePrepare and gather data related to IRS Form 1099. Keep apprised of IRS
regulators and change District procedures when appropriate

eProvides support to the Director of Fiscal Services of Fiscal Services
eCoordinates with | on maintaining and improving the payable process
including software/reporting changes

eCoordinates in-service training on accounts payable matters with
schools/departments for policy and procedure update training

eActs as liaison between Director and accounts payable staff

eResolves issues, writes memoranda of understanding, when necessary,
communicating accounts payable changes to staff, departments and schools
eMaintains timeline for efficient accounts payable operations

eImplements appropriate document retention schedules for the accounts
payable department, including maintaining and storing records

OTHER DUTIES
ePerforms related work as required

KNOWLEDGE, ABILITIES AND SKILLS

eKnowledge of accounts payable principals and practices as applicable to
governmental accounting

eAbility to use spreadsheet, word processing and data base software, including
accounts payable programs

eAbility to communicate effectively in writing and orally

eAbility to work cooperatively with co-workers and all levels of managers

QUALIFICATIONS
eBachelor degree, preferably in Accounting and a minimum of 15 accounting
hours

ORGANIZATIONAL RELATIONSHIPS
Reports to and is evaluated by the Director of Fiscal Services.

WORKING CONDITIONS
The work is performed in a typical office environment.

PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds; climb stairs, bend, reach, hold, grasp and turn objects; and use
fingers to operate computer or typewriter keyboards. The work requires the
ability to speak normally and to use normal or aided vision and hearing.

FLSA STATUS
Exempt



JOB TITLE

Achieve Team TOSA

JOB DESCRIPTION

SUMMARY OF FUNCTION

The primary function of the Achieve Team TOSA is to coach and consult with
school staff to provide job-embedded professional development and to build
organizational capacity in areas of instruction, curriculum and assessment. The
support is to be prioritized according to building needs, with an emphasis upon
designated Academic Systems, Culture of Performance, & Talent Management
(ACT) schools. The Achieve Team TOSA works under the supervision of the
Assistant Superintendent of Instruction, Curriculum and Student Services (ICSS)
and serves as a liaison between schools, the System Improvement Specialist,
and ICSS.

ESSENTIAL JOB FUNCTIONS

e Coordinates with the System Improvement Specialist, the Assistant
Superintendent of Instruction, Curriculum and Student Services to identify high
leverage instructional strategies to address academic gaps for specific student
groups according to the ACT school’s School Performance Framework (SPF)

¢ In coordination with the building principal (and Teaching & Learning Coaches
(TLCs) in elementary schools), supports implementation of effective strategies
to meet Unified School Improvement Plan and ACT Plan goals regarding growth
groups

® Provides peer assistance and coaching, particularly within designated ACT
buildings, toward meeting teachers’ goals to grow in knowledge and
effectiveness in all content areas and working with children of poverty

e Provides staff with structures, professional development and feedback that
supports teaching and learning cycles

e Provides facilitation and guidance in partnership with Instruction, Curriculum
and Student Services for district instructional initiatives

e Provides support to staff in formatively assessing and monitoring student
growth, in interpreting individual and class growth trends, and in determining
effective Tier | instruction, intervention techniques, differentiation, and Tier 2
& 3 intervention techniques to increase student growth

o Attends building Professional Learning Community (PLC) meetings to support
teachers in the PLC process and in the identification of strategies to meet
student needs

® Provides progress reports to System Improvement Specialist on a monthly
basis for all assigned schools

e Demonstrates an ongoing willingness to enhance and further their own
professional training, knowledge, and expertise through Division of Instruction,
Curriculum and Student Services trainings/in-services/meetings and external
professional opportunities within content related to effective instruction, all
curriculum/content areas, Response to Intervention, professional coaching and
student performance. (Training can also be added with approval of Principal
and their Executive Director as supported by the Assistant Superintendent of
ICSS.)

® Partners with external consultants to improve outcomes in ACT buildings.

L]

® Provides additional instructional coaching support by request based on
school needs.

OTHER DUTIES
Performs related duties as assigned

KNOWLEDGE, ABILITIES AND SKILLS

Must demonstrate the following:

¢ Ability to develop ongoing trusting relationships with staff
o Skills in meeting the challenges of adult learners

¢ Ability to work through and manage resistance to change
e Collaborative, team-oriented attitudes

¢ Ability to be a risk taker and possibility thinker



JOB TITLE

JOB DESCRIPTION

e Knowledge of all content standards and benchmarks as well as strategies for
alignment of assessments, interventions, differentiated instruction, a variety of
instructional materials, and reporting systems.

¢ Successful experience using various teaching strategies/approaches with
students of poverty

¢ Ability to engage staff in reflective, self-inquiry processes to improve practice
e Ability in and knowledge of data management systems to include the ability
to provide ongoing coaching on effective use of the data systems for improved
instruction and leading to improved student performance

¢ Ability to provide training and coaching for staff K - 12 in effective research-
based and district approved instructional strategies in all content areas

e Strong organization, communication and facilitation skills

¢ Strong working knowledge of the Multi-Tiered Support System/Response to
Intervention/Positive Behavioral Interventions & Support (MTSS/Rtl/PBIS)
frameworks

e Strong working knowledge of Professional Learning Communities structures
and processes

QUALIFICATIONS

5+ years of highly effective classroom experience

Experience working with children from poverty

Master’s degree with current Colorado teacher licensure

Successful experience in working with adults in the areas of professional
training and staff development

ORGANIZATIONAL RELATIONSHIPS

Reports to the Assistant Superintendent of Instruction, Curriculum and Student
Services

Actively partners with Instruction, Curriculum and Student Services to further
the district’s essential actions and to eradicate school-based disparities
Participates in Instruction, Curriculum and Student Services -led professional
development sessions and information sessions as scheduled

WORKING CONDITIONS

The work is performed in a typical office environment and in school
classrooms.

Flexibility in daily work schedule is required.

Summer training is required.

DUTIES NOT TO INCLUDE
Performing Type D license duties specifically those generally assigned to
assistant principals and principals

PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds, climb stairs, bend, reach, hold, grasp and turn objects and use
fingers to operate computer keyboard. The work requires the ability to speak
normally and to use normal or aided vision and hearing.

WORK DAYS:
185 Day Per Year



JOB TITLE

Admin Specialist - Recruitment and
Compensation

JOB DESCRIPTION

SUMMARY OF FUNCTION

The Administrative Specialist performs a wide range of
sophisticated tasks to support efficiency and effective operations
for the Human Resources Department. This position is highly
involved in licensing verification, data entry, recruitment,
compensation, retirement, and the Colorado Department of
Education annual report. This position reports to the Human
Resources Manager and Director of Compensation.

ESSENTIAL JOB FUNCTIONS
® Assist the Director of Compensation with compensation data and the
maintenance of District salary schedules

® Oversees process of and assumes responsibility for timely and accurate
completion of office functions

® Supports the Human Resources Manager with Licensing verification and
completes the necessary data entry

® Prepares correspondence through the use of Microsoft Office applications
® Assist with processing compensation paperwork

® Responds to HR inquiries from office visitors, schools, other departments,
outside agencies, and the public

® May interpret District policies and procedures
® Audits personnel files including education and seniority inquires

® Supports the Director of Compensation with the creation of educator
identification numbers and other CDE data

® Assist with recruitment preparation for job fairs
® Completes loan forgiveness forms

® Assist with preparing personnel board recommendations for upcoming Board
of Education meetings

® Assist with updating and mailing documents for the retirement program and
responds to inquiry or appointment requests

® Supports the education increment process and any other CDE data

® Completes data entry and uploads documents into Papervision for personnel
files

® Assists with job descriptions

® Attends recruitment meetings as necessary

[ )

® OTHER DUTIES

® Performs related work as required

L]

® KNOWLEDGE, ABILITIES, SKILLS

® Knowledge of human resource policies, procedures, and practices

® Knowledge of Payroll processing and/or standard account maintenance
procedures

® Knowledge of office practices and operations to include computer
applications and general office equipment

® Ability to use and integrate technology

® Ability to analyze data, create a written summary of the information, and
suggest solutions

® Ability to work under deadlines

® Ability to communicate effectively

® Ability to be flexible with changing needs of the department
e Ability to work cooperatively with others

® Ability to work with confidential information



JOB TITLE

JOB DESCRIPTION

e Skilled with calculations and basic accounting

e Skilled with Excel Spreadsheets

L]

® QUALIFICATIONS

® High School diploma or equivalent

® Minimum three years of clerical/bookkeeping/accounting/Human Resources
experience preferred or equivalent relevant college experience

[ )

® ORGANIZATIONAL RELATIONSHIPS

® Reports to the Director of Compensation

® Reports to the Human Resources Manager

[ )

* WORKING CONDITIONS

® The work is performed in a typical office environment

L]

* PHYSICAL DEMANDS

® The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds; climb stairs, bend, reach, hold, grasp and turn objects; and use
fingers to operate computer keyboards. The work requires the ability to speak
normally and to use normal or aided vision and hearing.

[ )

® FLSA STATUS

® Nonexempt

L]

* WORK YEAR

260 Days



JOB TITLE

Admin Specialist-Licensing and
Resource Specialist

JOB DESCRIPTION

SUMMARY OF FUNCTION

Thelicensing and Resource Specialistserves as the primary district lead and
support for software licensing compliance as well as tracking and managing
physical and non-physical resource investments including fixed, digital, library,
and instructional items. Under the direction of the Director of Learning
Resource Service — Instructional Technology, the Licensing and Resource
Specialist provides support, guidance, training, compliance, and accountability
to all schools and departments.

ESSENTIAL JOB FUNCTIONS

® Manages implementation of the comprehensive library and resource
management system

® Manages use of a comprehensive library and resource management system
® Adheres to the legislative guidelines set forth by Student Data Transparency
and Security, SDTSA

e Performs bookkeeping, reconciliation, procurement/accounting, and
reporting functions for departmental and school revenue and expenditure
accounts

® Develops and modifies accounting procedures and supporting methods to
ensure compliance with generally accepted accounting principles, board policy
and administrative regulations

® Tracks and monitors all software and related licenses, developing and
monitoring a database that will assure District compliance with all state and
federal licensure and copyright laws

® |nterprets software license language and monitors district-wide use of
licenses

® Serves as liaison between LRS-IT, schools, anddepartments within and
outside of Technology Services

® Maintains an archived file of all software and software licenses that are in use
in the district

® Maintains archived records of all On-Demand software

® Provides support, reporting and troubleshooting of library and resource
management system

® Provides documentation and training materials for resource and library
management systems

OTHER DUTIES
e Performs other duties as assigned

® Participation in professional learning trainings required
L]

KNOWLEDGE, ABILITIES AND SKILLS
® Ability to analyze and understand software licensing languages

® Workingknowledge of state and federal copyright and student data privacy
laws

® Workingknowledge of K12 education bookkeeping principles and practices

® Ability todevelop, use and expand the use of a comprehensive resource
database effectively

e Knowledge of library managementsoftware

e Ability to communicate effectively in writing and orally

® Demonstrated ability to manage multiple projects

e Ability to keep abreast of developments in the field

® Demonstrated ability to learn and adapt and incorporate evolving technology

QUALIFICATIONS
® Equivalent of two years of college or a 2-year college degree or passed the



JOB TITLE

JOB DESCRIPTION

Work Keys test

® Three years of library and technical software management and support
experience preferred

® Experience in working with the district community, including the vendor
community

[ )

ORGANIZATIONAL RELATIONSHIPS

Reports to and is evaluated by the Director of Learning Resource Services-

Instructional Technology or designee.

WORKING CONDITIONS
The work is performed in a typical office environment.

PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical activity. Typical
positions require workers to walk or stand for long periods; lift and carry up to
20 pounds; climb stairs, bend, reach, hold, grasp and turn objects; and use
fingers to operate computer or typewriter keyboards. The work requires the
ability to speak normally and to use normal or aided vision and hearing.

FLSA STATUS
Nonexempt

WORK DAYS
260



JOB TITLE

Admin. Specialist - Student Support
and Engagement

JOB DESCRIPTION

SUMMARY OF FUNCTION

Provides administrative and technical support to ensure efficient
and effective operation of an office or department. Establishes
and maintains communication and productive relationships
among school staff, community agencies, parents and students to
assist students and their families in the removal of barriers to
support student success, engagement, and wellness.

JOB DESCRIPTION

ESSENTIAL JOB FUNCTIONS

*Works on specialized administrative projects and requests
individually as a member of a work team

e Assists district staff and legal counsel with investigative
research

eCompiles, examines and prepares confidential information/legal
documentation

e|nterprets and communicatesBoard Policy as well as specific
laws related to specialty area

eExamines and monitors bills, documents and processes as
needed

eCoordinates materials preparation for informational
presentations

ePrepares drafts, edits and finalizes supplemental informational
materials

eMay include collating, organizing and producing materials.
eMaintains files according to established procedures.

eResponds and attempts to resolve problems, customer
complaints and other issues in a production and positive manner
eMaintains schedules and administratively supports the mission
of the department

*Responds to unexpected and emergency situations
professionally, and directs to appropriate leadership team
members

*Maintains professional ethics and confidentiality; openness to
learning from others: accepts constructive criticism/feedback.
*Maintains liaison between district, school, family and
community agencies and assists in better use of services available
to students, families and school.

*Provides information about student’s status to district and
school staff and facilitates assistance for promoting academic,
social, emotional and behavioral success

eCoordinates meetings of school staff, parents and students and
community agencies

eNotifies community agencies when necessary to report
situations needing their response

eParticipates in required in-service trainings and meetings

KNOWLEDGES, ABILITIES AND SKILLS



JOB TITLE

JOB DESCRIPTION

eWork independently at a consistently high level of
performance

eWork with and process extremely confidential information
oSelf-starter who follows through until task or project is
completed

*Produce, edit, and distribute information using MS Office
Suite, email, and the Internet

eFoster and manage changes and actively promote growth of
the organization

ePossess a professional manner and appearance
eDemonstrated skills in organization, customer service, conflict
management, oral and written communication skills

eAbility to work cooperatively with others, individually and in
teams

eKnowledge of and ability to use Board of Education policies,
procedures and regulations

e Ability to liaison and assist families and students in utilizing the
educational, social, emotional, and behavioral opportunities of
the school and community systems

® Has the ability to translate documents from Spanish to English and English to
Spanish

® Has the ability to converse with customers in the Spanish language and
provide translation services

QUALIFICATIONS

eAssociates degree or equivalent plus additional relevant
course work

eFive years minimum, experience as executive level secretary or
related experience

eProficiency in MS Office Suite, especially EXCEL, PowerPoint,
and Word *Bi-lingual Spanish preferred

ORGANIZATIONAL RELATIONSHIPS Reports to the executive
responsible for department.

WORKING CONDITIONS

The work is performed in a typical office environment, with
some travel to school or community partner settings

JOB TITLE JOB DESCRIPTIONS PHYSICAL DEMANDS

The work is mostly sedentary with periods of light physical
activity. Typical positions require workers to walk or stand for
long periods; lift and carry up to 20 pounds; climb stairs, bend,
reach, hold, grasp and turn objects; and use fingers to operate
computer or typewriter keyboards. The work requires the
ability to speak normally and to use normal or aided vision and
hearing.

FLSA STATUS

Nonexempt



JOB TITLE

Administration Building Technician

JOB DESCRIPTION

SUMMARY OF FUNCTION
Maintains the administration building and grounds to insure safe, orderly and
operationally sound functioning of the building.

ESSENTIAL JOB FUNCTIONS

ePerforms or supervises performance of all routine cleaning including
vacuuming or buffing and sweeping floors, cleaning fixtures such as sinks,
toilets, drinking fountains and emptying waste baskets

oFills vending machines and stocks custodial closets

eMonitors systems such as heating, air conditioning and security including
locking/unlocking

ePerforms minor mechanical repairs or sends in job orders to production
control

eInspects lighting fixtures, making necessary replacements

eSets up/breaks down Board room for all meetings

eMakes coffee and assists in other preparations. Maintains pleasant and
courteous communications with Board members, administrative staff and
general public

eCarries out special requests from Board members or administrative staff
eAssists Board secretary with delivery of materials to Board members
ePerforms heavy maintenance

ePerforms outdoor maintenance, including snow removal, lawn and shrub
/care and watering

eRaises and/or lowers the flag

OTHER DUTIES
ePerforms related duties as assigned

KNOWLEDGES, ABILITIES AND SKILLS

eKnowledge of facilities services including janitorial work, building operations,
building security, room set and use, and related building service activities
eAbility to perform facilities services efficiently

eAbility to communicate effectively

eAbility to work cooperatively with others

oSkill in using the tools, equipment and materials of the trade

QUALIFICATIONS

eHigh school diploma or equivalent
eThree years of building custodial experience

ORGANIZATIONAL RELATIONSHIPS
Reports to Building Manager.

WORKING CONDITIONS
The work is performed in and around buildings.

PHYSICAL DEMANDS

The work is regularly active with periods of heavy exertion. Typical positions
require workers to walk or stand for long periods; lift and carry up to 100
pounds; climb stairs, ladders and scaffolding; bend, kneel, crouch and crawl;
reach, hold, grasp and turn objects; feel the size, shape and temperature of
items; and use fingers to operate computer or typewriter keyboards. The work
requires the ability to speak normally, to use normal or aided vision and
hearing, and to detect odors.

FLSA STATUS
Nonexempt



JOB TITLE

Administrative Assistant - Employee
Benefits

JOB DESCRIPTION

* SUMMARY OF FUNCTION

® Provides administrative and benefits support to ensure efficient
and effective operation of the Benefits department.

® ESSENTIAL JOB FUNCTIONS

® Customer service: Answer phone calls and emails regarding employee
benefits questions; insurance plans, premiums, 125 FLEX plans, LOA, FMLA,
retirement, dependent eligibility, qualifying events, and wellness program

® Works closely with Human Resources to ensure they receive the most up to
date benefits packet and are aware of any changes to benefit procedures

® Assists employees in accurate completion of benefits packet and are aware of
any changes to benefit procedures

® Assists employees in accurate completion of benefits paperwork to include
any legal forms needed to dependent verification

® Works closely with payroll to ensure appropriate premiums are deducted and
any adjustments are in before the payroll deadline

® Manage spreadsheet for 9-month employee premiums.

® Scans and creates new files for employees utilizing the electronic filing
system

® Maintains existing employee files by scanning all updated material into their
electronic files

® Schedules and processes all employee plan changes in PeopleSoft

® Manages PeopleSoft and draft letters to employees when on LOA, FMLA,
disability, dependent age 26, and retirement incentive program

® Assists employees with logging in to self-service and completing open
enrollment

® Assists employees with eligibility issues by asking questions, reviewing
enrollment forms and PeopleSoft and then contact the appropriate vendors to
correct any errors

® Enrolls inactive employees in the PeopleSoft benefits billing system, accept
payments, enter in PeopleSoft and print receipts

® Runs weekly deposits for inactive employees and reconcile weekly and
monthly

® Coordinates workloads and information with other support staff which may
include:

® Oversees maintenance of office equipment

® Maintains and monitors budget and accounting records

® Submits payroll information

® Assembles editing word processing

® Maintains supervisor’s calendar and schedules appointments and meetings,
coordinates activities required for meetings, appointments, conferences, etc.
® Coordinates collection and processing of forms required by local, state and
federal programs

® Prepares correspondence through the use of word processing

® Maintains confidential files

® Responds to inquiries from office visitors, schools, and other departments

[ )

® OTHER DUTIES

® Performs related work as required

L]

e KNOWLEDGE, ABILITIES AND SKILLS

® Knowledge of modern office practices and operation of standard office
appliances, including desktop computers, and copy machines

® Ability to work with confidential information



JOB TITLE

JOB DESCRIPTION

® Ability to operate standard database, spreadsheet and word processing
software as it becomes available

